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APPLICATION FOR RECORDS RETENT!ON SCHEDULE Dg::;%g:;gﬁ ‘S‘Enccﬂ}fl"rfég:g; ﬁ'l":;rgm
—b RECORDS MANAGEMENT DJVISION

INSTRUCTIONS See Pubhcatron No. 76—-8M-1 for instructions on completmg this form. Forward szgned original to
Department of Archives and History, Records Management Division, 330 Capito! Avenue . Atlanta, Georgia, 30334,
Attention: Scheduling Section, :

FOR AGENCY USE 1. Agency Address | - “"FOR RECORDS MANAGEMENT USE
Application Dat ‘ T : . | Application Numb.
ppfication Dete <] Ga. State Merit System of Personnel Admin |AFPhcation Number

8/8/85 200 Piedmont Avenue 82-80- F\

Application Number Appiicant Services Div., Rm 418-Balcony [ Date Received Date Comploted
85-01 At]anta Georg1a 30334 , AUB 2 0 1985 00T 91985
2. Pa(é:?ozc}s&“&'&z"”“m' o __ Working Title - N Tolephone NumEeT T
Jeanie Bridges :Tuﬁvﬁﬂﬁ_:_; 0fficé Supervisor 656-2728
s Actlon Requested ' ' ' |

- {3 Estabusn Retention Scheduie; ret:ord will continue to accumulate.
b 0 Dnsposa of present accumulation; no further accumulation anticipated.

¢. XX Amend Application No. .82-8Q. Check One: &K Change; O Supercede; & Voig VOID 79:}21:A o
4, Dates of Series 5. Records Series Title [followed by title used in office; if different) -
Earliest ~ Latest

Application for Examination & Rating of Training
July 1977 | Present and Experience Files (Employment Applications) o R
6. Division and Ofﬁee Function What is the function of the Division and the Office in which this record series is created?

The App]1cant Services Division is responsxo]e for examining applicants for p051t10ns
to determine eligibility for employment, including scheduling examinations, making
reservations, making public announcements, proyiding place of examination, developing
exam1nat1ons, conduct1ng tests, grad1ng exams, and notifying applicants.

7. Rescord Series Description This file contafns the followung documents (mclude form numbers and trrfes if any}
: Attach samples of the file.

Documents relating to: app1y1ng for admission to take an examination or receive a rating of
training and experience for a Merit System Job Class.

Included are: State of Georgia Abp]ication for Ekamination (form MS 27-1); (if applicable) .

Training and Experience Evaluation Sheet (form MS 21-6); and amendments to
Application - Veteran's Preference documents (no form name or number),

File is arranged: Chronologically by date data entered into the computer system and for

announced classes onIy by class title. o - e e N
L R B SN el
8. Monthlv Reference Rate How often are records referred to wh:ch are:
One to six months oid _.___..:3@___: Seven to twelve months old __2_0___.: Thirteen to twenty-four months old s

twenty- fwe months and older

9. Annual Rate of Accumulation of Records
Letter-size drawers oo’ Logal-size drawers _____ ;Sheives ___ —_: Other (spgcffy} 100- 135 Cu. ft

. . g o o s 4 € A
F £ e
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-}—. ) r/..-“ ! i L -~ .)S' -

ves | NO | 10. Questionnaire (Place anI Yin the proper column) — o ‘_{__u__” - '5"'__;
X | a. ls this the official copy of the series? -
If not, wherg is it? .
X | bG goesc tglg :ries contsabn foanf%dential information requiring security handlmg? If ves, cite law or regulgtion'.‘ ’
X c._ls this a vital record? .
X d. Does this series have historicai or long term research value?
. When one or two documents in the file make it necassary to keep the entire ﬁle fora Iong period, could these .
X documents be scheduled separately? ' N . .
X f.isih1uﬁgunnn9njnnnunmiuLﬂnisaﬁajwannuhiﬂnuﬂﬁi_xgmiuumhconv ]
‘ g. s the information contained in this series ever anaivzed and/or recorded in a summarized report?
X .1f ves, attach copy, _ o
" | h.'Is there a duptication of this series in your office, of in another office or agency?
X if ves, where? _ _ ) , o
A i hmmmuMMuﬂwmmmmmgﬂﬂnmﬁmumﬁﬂmm@? ' u“_j
A L. Doeg the record series result in a computer printqut? Info. results in y List of Eligibles & var1ous ‘
11. Rstention Requirements | ’t The following requiras thd series to be l;ept. GEMS replor_ts . j
a, State Law years. " d, Audit period : véars
b, Statute of Inm:tatton : e YRS, - 8. Administrative need B 2% _years.
"t Federal law e years. . §. Federal: retentlon instructions. 2 _.years.

Attach copy or excert of laws or regulations. Explain administrative need.

29 C.F.R, 1602.31 (State and Local Governmerits) ~ 2 Years

-

L e ) s in g — e —

12. Approved Disposition Instructions This agency recommends that the fule series be cut off at the end of each:

" O Calendar Year; O Fiscal Year: KK Other 3 months (ending Mar, ,
June 30, Sept. 30; Dec. 31')

L3 Hold in the current filesarea . months) 1 year{s); then
O Transfer to local holding area; hold e ____year(s); then

XX Transfer to State Records Center; hold ___L_H_.._.vear(s); then

XX Destroy.

O Transfer to State Archives for permanent retention.

&l Other (Specity)

NOTE: In the event a charge of discrimination has been filed, or an action
: brought by the Equal Employment Opportunity Commission or the Attorney
General, these records must be retained until final disposition of the
charge or action,

Thess instructions apply to all prior and future accumulations of the series,

| Agency Head/Designes (Signature) __Date Records M@\nage}nent foiedr_ (S:bnaig{re} [ Toate ___-_
Colok felam |phip Prnddudilosad)  |ebolp”
( / State Records Committee (Signature) : . Date
Recommendations in para- | | [
graph 12 are approved. State Auditor/Designse : . ?/ lﬂ g( |

{tf disapprovgd, attach letter

of explanation.} Secretary of State/Designee WMW 7' ' 4/ )b f?"’

KR2-Q0-4 . . - ==
‘ Attorney General/Designee < g/” - (_‘E g’&

T ——
AR-80-71; Aev.76 — “(Reverle Side]




. Amended 5/31/23 | 8K B

jencq 72q Lasled old sched # 79 -101-A
PPLICATION FOR RECORDS RETENTION SCHEDULE IR AL e A A L
_ _ RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publicatiﬁn No. 76—RM-1 for instructions on completing this form. Forward signed ongiinal to

Department of Archives and Hastory, Records Managernent Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Section.

£

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE

Agplication Date Ga. State Merit System of Personne] Admin | application Number

- 3/10-82 | Applicant Services DIvis1on ’ iEE, -—
Apnliat_ion Number gzsz§Z§1 ngton Street 5. N : ) Date Received 2‘ Dats %Sd

82-002 Atlanta, Georgia 30334 MAR 161982 | PApR 2 3 1982
2. Parson to Cantact - Working Tide Telephone Number

Jeanie Johnson , Office Supervisor 656-2728

3. Action Requested - B

a. [ Estabusn Retention Schedule; record will continue to accumulate, ' ' » ’ o Al
b. O Dispose of present accumuiation; no fyrther é jon anticinated N o
¢. XX Amend Application Na. .&7? Q-{ol %& Y XX Change; O Supercede: [J Void
4, Dates of Series 5. Records Seriss Title {f'\!fowaa' by title used in offic ce; f‘ differerit)
Earliest Latest A

pplication for Examination & Rating of Tra1n1ng
July 1977 | Present and Expertence Files (Employment Applications)

8. Division andl Otfice Fpnction What is the function of the Division and the Office in which thus record series is aeated? ]

The App]icaht Sertices Division is resbonsible for“examining app1§céhté for
positions to determine eligibility for employment, including schedu11ng
examinations, making reservations, making public announcements, providing

place of examination, developing exam1nat1ons, conducting tests, grading
exams, and notifying applicants.

it

1

7. Record Serias Description This file contains the foilowing documents (inciude form nurnbers and rrrle:, ifany):
Attach samples of the file,

applying for admission to take an examination or receive a rating of
training and experience for a Merit System Job Class.

Documents relating to:

Included are:  State of Georgia Application for .Examination (form MS 27- 1), (if applicable)
- Training & Experience Evaluation.Sheet (form MS 21-€); and amendments to o]
Application - Veteran's Preference documents {no form name or number).

File is arranged: chronologically by date data entered into computer system, thereunder
alphabeticaily by applicant's surname.

8. Manthly Beferenca Rate How of1en are records referrad to which are:
One to six months old _§.Q_Qﬂ...: Seven to twelve months old __29_: Thirteen to twenty-four maonths oid 12
twenty-five manths and older ?

»

9. Annual Rate of Accumulation of Records ;
“Lettersizedrawers .. ) Leqai-sizedrawers . _; Shelves

135 cu. ft.

: Qther {spm_:."fy)

AR-—‘O-» 1. Aev. 78
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YES | NO | 10. Questionnaire  (Place an X" in the proper colurnn) . o
X a. Is this the official copy of the series? _ T S
It not. where is it? : *

X b. Does the series contam gonfrdentral information requiring security handling? If ves, cite law or regulation.
Ga. Code 40-27 . ,

c. Is this a vital record? ' : . -
d. Does this serias have historical or long term research value? . :
. When one or two documents in the file make it necassary to keep the entire file for along per:od could these
documents be scheduled saparately?

t_lilheinfONﬂaIuuL£9ﬂIaEEELuLﬂHijQn21R¥QtjnﬂﬂﬁhgdL_J_Auﬁ*ilﬁﬂﬁlcobv

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach cooy,

"h. is there 2 duplication of this series in your office, or in another office or agency?
If ves, where?

i lsthujﬂuQ11QLﬂlﬂﬂ&&ﬂﬂﬂﬂﬂﬂlﬂflﬁLﬂHnﬂaﬂ!JnuIQﬂhned’
X I DmnjmtﬂmnﬂiﬂmmiﬂﬁuuﬂliﬁgmpumrDnnunn?InFO resulis in LiSt of E1igibles & various™

11. Ratention Requirements | " The following requires tha series to be kept: -, GEMS report_s. e

<

Y
iI
DS > e Eoel

a SateLaw ' e Yyears, = . -° :_ - d. Audit period ' e . .. Years.

b, Statute of limitation .. _ ——Ye3rs. e, Administrative need - _.,_?..,l[; . Years,

¢, Federal Iaw " Y i years. "4, Federal retention mstrucuons : vears.

Attach oopy or excert of Iaws or regulatlons Explam adrmmstrative need -

j29:C;F.R;-1602.31 (State_and Loca] Governments).frz Yéars

12. Appraoved Dlspositioni 7Inmuctions Thls agency recommends that the file series be cut off at the end of each:
| ' O Calendar Year; O Fiscal Year; XX Other ___6_months then,

XX Hold in the current files area month(s) .1 vyear(s); then
Transfer to iocal hoiding area; hold . ______vear(s); then |
¥R Transfer to State Records Center; hold _l_..___year(s) then
XX Destroy.
«E <Transfer to State Archives for permanent retention,
O Other (Specity)

.

NOTE: In the event a charge of d1scr1m1nat10n has been filed, or an action
“brought by the Equal Emp]oyment Opportunity Commission or the Attorney
General, these records must be retained until final disposition of the

charge or act1on.

Thesa instructions appiy to all prior and future accumuiations of the series.

Agency Head/Desianea (Signagure) Date Records Management Officer {Signature} Date
3o Ry | Practa U sof) Sk
' U Stats Records Comgqittes (Signature) - Date

Recommendations in para- ' , . ' !
graph 12 are approved. State Auditor/Designee L/A’( Y‘wv?'b
| (1f disapproved, attach letter ' -

of explanation.) : Secretaw%%%atemesignee W W 3 -22- ?2.

—— - B - == E E - s

: . At'tcir_nev Genera!/Designee é; . ;Z‘ 5 - %ZZ—{J_ i
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DEPARTMENT OF ARCHIVES AND HISTORY
HEOORDS MANAGEMEN‘I’ DIVISlON

INSTFIUCTIONS See Pubhauon No. 76—RM-—1 for instructions on complating this forrn Forward signed original to

Department of Archives and Hu}ory Records Management Division, 330 Capitol Avenue, Atlanta, G-orgna. 30§M
Attention: Scheduling Section. ‘

. R e
. @ APPLICATION FOR RECORDS RETENTION SCHEDULE AR T I Y O e

TS TR T e A e e e e T T, M T

FORAGENCY USE | 1. Agency Address o _FoR Al ascoansmmcemsums i
Application Date : Ga. State Merit System of Personnel Admin, mm,ﬂmg}'mmr O A
3/10/82 | 200 Piedmont Avenue 7 - 1O~
Applicstion Number Applicant Services Division, Rm 418—Ba1cotpou Recaived Oste Completed
83-01 | Atlanta, Georgia 30334 FEB 1 0 1983 JMAY 31 1983
2. Person to Contact T Working Tite "APR 2 8 1083 Telephons Number

Jeanie Johnsen

N % Office Su em -6‘5_-6_;@&%&.
3. Action Requestsd

. . ahould "\Q-Je_ algo
8. [ Estabusn Retention Schedule; record will continue to accumulats. Omendesd ¥ &2 -80, 4/2 3 /62- .
b. O Dispose of present accumulation; no further accumulation anticipated.

¢ Amend Apolication No. 79-301 . Chack One: B Change: O Superceds; (] Void M - Haee »
4. Dates of Series 6. Records Series Title {followed by title used in office; if diffarent) T-2.3-85
Easrliest Latest

Application for Examination & Rating of Training
July 1977 | Present and Experience Files (Employment Applications)
8. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Applicant Services uvivision is responsible for examining applicants for
positions to determine eligibility for employment, including scheduling
examinations, making reservations, making public announcements, providing

place of examination, developing examinations, conducting tests, grading
exams, and notifying applicants. ‘

7. Rscord Series Description Thls file contams the following documenu {include form numbers md mln If cny}
Attach samples of the file.

Documents relating to: applying for admission tc ‘take an examination or receive a rating of
. training and experience ror a Merit System Jot Ciass

Included are: State of Georgia Application for Examination (form MS 27-1); (if applicable)
Training and Experience Evaluation Sheet (form MS 21-6); 'and amendments to
Application - Veteran's Preference:documents (no form name or number).

ceav

org g L
F" %@)\ 5 PeNS?
File is arranged: chronologically by date data entered into the computer.{-system and f

announced classes only by class title. R

8. Monthly Reference Rate “How often are records referred to which are:
Aﬂw to six months old 300 Swm to twelve months old .20 ; Thirteen to twenty-four months oid .?Q___:
. tivanty-five months and oider 4 Re_- .

9 Annusl Rate of Accumulation of Records
Letter-gize drawers : Logal-size g[aweu

/o '...ES:! et! |
:Oth«(lpacifyo}___. -

.; Shalves
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YES | NO_| 10. Questionnairs___(Placs . "X in the proper column) ] o o e
X 3. Is this the official copy of the series? Y =
.1t not, whers is it? S ‘ e e -
X b. Does the saries contain !onﬂdontia! mformatuon requiring security handhng? If yas, cite law or rogulatlon : -

T T AT i e e i

e - T ¢ e s — £

X | _c._ls this a vital record? _ _ f

r— e —— __ﬁ..—Aﬂn’guﬂ,. [

X | d. Does this series have historical or long term research valye? _ o

¢. When one or two documents in the file make it necessary to keep the ontlre fule for a long penod eould these
X documents be scheduled sgparatelv? __ N e e

X1 ¢ lmammmmanMMsm&ubmgdLmunm*mm‘ A

0. Is the information contained in this series ever analyzed and/or recorded in a summarized report?

X If ves, attach copv, — S
% h. Is there a duplication of this series in your office, or in another office or agency?
.. If ves, where? ‘ e e e
X i1 mmﬂmcmmmmmmumﬂ
X Dmﬂhnmdmﬂﬂmmmmm_l_@&_@ﬂlii in List of Eligibles & various
11. Retentlon Requirements {} The following requires the series to be kept: GEMS repOfts.

a. State Law : .years, d. Audit period — years.
b. Statute of limitation . , years. “a. Administrative need 2 1/&L  _ vears.
c. Federsl law : years, f. Federal retention instructions ___2________ vears.

Attach copy or axcert of laws or regulations. Explain administrative need.

29 C.F.R. 1602.31 (State and Local bovernments) - 2 Years

12, Approved Disposition Instructions  This igen;y recommends that the file series be cut off at the end of sach:

[J Calendsr Yesr: O Fiscal Year; & Other .3 months - men
' @nding Dec. 3@ gu?;e 30 de_)

X Hold in the currant files ares . _monthl(s) 1 . year(s); then
Q Transfer to local holding area; hold year(s); then

“XX Transfer to State Records Center;hold 1 __year(s); then
KX Destroy.
O Transfer to State Archives for permanent ratention.
O Other (Specity)

NOTE: In the event a charge of discrimination has been filed,.or an action

- .brought by the Equal Employment Opportunity Commission or the Attorney
General, these reeords must be retained until final disposition of the

charge or action.

1

Thesa instructions c’ppiy to alt prior and future accumulations of the series.
’ Y

-

ncy Head/Designee (5% " ture) 7 7’ — 7Dne;p -l Rcdords Munaggment Oﬂlcar !S:gmturel Date
E VT - REZVE &M 5P Lo s oD A3

7 o ”____ State Records Committee (Signature) . Date
Recommendations in para- 7 T ' 1
graph 12 are approved. State Auditor/Designee , , 24 X2
{If disapproved, attach letter 3 - - '
of explanation.) $Qecmlrv of State/Designes QM’IMA{ w;.bfrr—— 67&9/?_3

Attorney General/Designee

22047

ARECTY Rev. Y6 T (Reverse Sl



